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ographical data and works on accounting 
in public libraries, private libraries, sub­
scription and society libraries, and business 
and technical libraries in many large cities 
throughout the country; and also the li­
braries connected with such universities 
as Harvard, Yale, Columbia, New York,
Princeton, John Hopkins, Pennsylvania, 
Illinois, Northwestern, Chicago, and Cath­
olic University of America. In addition, 
she examined the Union Catalog and every 
other source of pertinent bibliographical 
information available.”
IDEA EXCHANGE
PHYLLIS M. HAAN, Grand Rapids, Michigan
Are you entirely familiar with what you 
actually do from the time you start to work 
Monday morning until you finish the week, 
either Friday or Saturday?
Have you ever changed your usual rou­
tine?
Have you ever analyzed your own job?
Let’s start with the time you pick up your 
pencil or pen.
Do you have occasion in the use of this 
pencil or pen to change it for one with a 
different colored lead or ink? For instance, 
on payroll media you may show a man’s 
classification in red and his rate in black. 
In bookkeeping you may show your debits 
in black and your credits in red.
Has it occurred to you to purchase a pencil 
with two ends, one red and one black, so that 
instead of having to lay one pencil down and 
pick up another one, just flip the pencil and 
use the other end? A simple thought! This 
idea has been tried; in one office a savings 
of approximately 50% resulted, and only 
because it was taking the girl longer to 
change pencils on each man’s clockcard, than 
it was to actually do the job. Try it—if 
you haven’t already!
Now let’s refer to the paper you are work­
ing with. How many times are you recopy­
ing the same figures? Are you still giving 
management the same reports you gave 
them ten years ago ? Are you sure some one 
sees them other than yourself?
Before we consult management, let’s take 
every form you use and hang them up on 
the wall—let’s look them all over thoroughly. 
Would a slight change in the form allow you 
to handle ONCE instead of TWO or THREE 
times the same figures?
Payroll is a good example—whether you 
do it mechanically or by hand, your payroll 
record book or journal is nothing but an 
exact copy (in most cases) of the payroll 
statement which you give to your employees.
When you send out statements at the end 
of the month, nine chances out of ten they 
are an exact copy of your ledger. Why not 
combine these operations? Do the job once! 
Have identical records and certainly fewer 
mistakes, because you can’t make mistakes 
on figures you don’t handle, and certainly 
the jobs are done in less time.
In looking over the sheets on the wall, 
how many of these are obsolete? Have you 
ever questioned the value of a report? Pro­
duce the report as usual, but don’t submit 
it until it is requested. This has been tried 
in many companies; it has resulted in the 
elimination of many needless operations. 
If, however, an important report is not 
called for, it is desirable from a manage­
ment standpoint to learn why. Recently 
this was brought up in one office—there 
were seven people being given special type­
written reports on payroll. When they were 
questioned as to the usefulness of these 
reports, not one regarded them as signifi­
cant. Naturally the reports were discontin­
ued, and the typist had additional time to 
give to more essential duties.
Tradition—often the only real obstacle— 
can be broken in some instances by ascer­
taining the time, effort and cost of records 
or reports that appear to be questionable.
A definite way to determine any unneces­
sary operations on any one job is to follow 
it through step by step, from the time you 
pick up the form you are posting until the 
final total is taken. Either write up the 
procedure in detail, or paste the forms used, 
showing representative figures, on a large 
sheet. Being creatures of habit, most of us 
have no conception of the number of steps 
we take to complete the essential jobs—it 
takes time to analyze our methods, but in 
so doing, by the elimination of unnecessary 
operations, we SAVE TIME and countless 
errors.
Every great advance in science has issued 
from a new audacity of imagination.
—John Dewey
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